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If all required documents have not been submitted for a supplement, you should receive an 

email from the Commercial Registration Unit.  

The email subject is Account Alert: Application Processing Action Required. 

The email should state which document(s) is missing in the Comment line: 

 

 

1. Once you receive the Account Alert email, log into IRP. 
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2. From main menu, select Applications > IRP. 

 

3. On the IRP menu, select SUBMISSION > SUBMIT 

 

 

4. Submission screen displays.  

5. Enter required fields designated by a red asterisk *. 

6. Click View List. 
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7. Click the Select hyperlink on the appropriate record. 

 

8. The Submission page displays. 

 

 

9. Click in *VIN field to select the VIN.  

10. In Document Type use the pull down arrow to select the document type. 
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11. Click in the Browse… field and select the file. 

12. Click Upload. 

13. Vehicle Document information displays in the Vehicle Document section. 

 
14. To add more required documents, repeat steps 10 through 12. 

15. Click Submit. 

 

 

16. Information message displays at top of screen, Request submitted successfully. 

17. Click Quit. 
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Once all required documents are received by the Commercial Registration Unit, your 

request will be processed. If all documents are approved, you will receive an email with 

subject, Account Alert: Application Processing Approved. 

 

 


